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Miami-Dade Transit Standard Operating Procedure (SOP)

Procedure Number Revision Date

LSRR Daily Transit Service Center (Kiosk) and Pass Sales

Office Cash Revenue Reconciliation Procedure —.—

Revision Level Original Issue Date

Division:

Financial Services

FTA Circular 5010.1D, Chapter VI, Section 2(e) 3(b)3 Reconciliation of Assets

Daily Transit Service Center (Kiosk) and Pass Sales Office Cash | Daily ticketing office machine cash and reconciliation
Processing — Process Map_Draft 8 (QA document no. DTSCCP-01) | processing—MDT.

References to other documents, standards or local, state or federal mandates that amplify or reinforce requirements stated are listed here.
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1.0 Purpose 7
P . . . . %ﬁ:‘. o epegs -
To establish procedures, indentify responsible staff and relatedi %@gabhhes for reconciling and
reporting kiosks (TOM) revenues collected to bank deposits. ;{;g g 2

2.0 Scope
This procedure applies to all revenue collected (casly:

3.0 Responsibility *

. Individual Responsibilities#:., i,
Lo Manager, Marketing *  Manages d3ilyiiegister closeout, inci‘h. gengerating end of the day
and Customer reports, recanci :and safe placing"6f:¢5%h into safes.
Services ‘Jﬁ "i‘»::«:'@%i;ﬁ%ﬂ -l
gflan_ager, Treasury *  Manages daﬂy%gifpos%gjféﬁézgg?%%cb icludes removal of revenue
ervices — depos_lt bags-fro% safes at klos@@;}” pass sa!'es ofﬁce_ locations,
ﬁ‘xﬁ%‘@%ntmg verlﬁcaﬁg A and recordlg of all cash in deposit bags;

Aé@; %@’R{osit; generating;daily reports; delivers MDT Finance,

; ??j?gﬁnistration & Busifigss Initiatives’ Revenue Administration.
Controller, MDT 4}, =  Mahages the daily régongiliation of kiosks revenues collected to
Finance, ik dalldeposit and explahations of variances greater than 1%:
Administration ofithly kiosks revenue collected to deposit
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Miami-Dade Transit Standard Operating Procedure (SOP)

Procedure Number Revision Date

Title ol Procedure: 'Daiiy Transit Setvice Center (Kiosk) and Pass Sales

Office Cash Revenue Reconciliation Procedure _I

Revision Level Original Issue Date

Division:

Financial Services

Procedure

Cash Sales Management — MDT Marketing and Customer Services

in safes.

Cash Counted Revenue Management — MDT Finance Administratio

Verify and confirm revenue deposit bags; distribute bills of lading }9
and record all cash in the presence of Transit Service Cent

Initiatives (MDT Finance). Prepare daily deposit; review and |d e
Services reconcifiation package to MDT Finance.

2 ,,-'-,
Cash Revenue Variance Management — MDT Fing ce Administration & By {fss Initiatives / Revenue Admmlstratlon
. = :
age from Treas{j’ﬁ%ﬁ jdés

s

fare product f' Ie
OM from NF3036
& Sennce Center Cash Report (cash counted by Treasury Serwces)

% iscrepancy report to Controller of all variances that are not reconciled within 1%. Controlter
must review and approve report within 2 days of receipt and submit final report to Deputy Director.

./ = Review daily Report of Collection (ROC) from the Treasury Services
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Miami-Dade Transit Standard Operating Procedure (SOP)

MUERISIEEGEE Daily Transit Service Center (Kiosk) and Pass Sales Procedure Number

Office Cash Revenue Reconciliation Procedure

. . . Revision Level
Financial Services

Revision Date

Original Issue Date

and fare product.
* Prepare Report of Collection (ROC) Form.

»  Validate ROC against Daily Cash Report (Treasury Services) and the Salesﬁ:
Product spreadsheet Py,

b

»  Enter ROC into FAMIS

TOM Cash Revenue Reconciliation Procedure

» Validate ali of the entries between the Daily Cash Report (Treasury Services) and the Sales Summary by location

%[nmary by location and Fare
G
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